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DEPOSITS MADE SIMPLE

This Job Aid is setup to print on 11x17
In this job aid, you will learn how to set up your organizational hierarchy. Specifically, you will learn how to:

Step 1. Add alower level OTC Endpoint to highest level organization
Step 2. Add additional OTC Endpoints

Step 3. Add accounting codes

Step 4. Map Accounting Codes

Step 5. Set Deposit Processing Options

1 Add Lower Level OTC Endpoint to Highest Level Organization
. . Modify Organization ) 2]
To add a lower level OTC Endpoint to the Highest Level @
ggwl Complete the fO"OWIng Steps u(:j:mf:e 'UTCE'mpurrl:y:n‘rL,TrainingTeamTopLevel 00002099
1.1 Click the Administration tab. From the Manage Organizations
menu, select Organization Hierarchy and click Modify. ra—
Deposit Processing Check Processing Administration @ e

Allow OTC Endpoint to create deposits for over-the-counter collections
Manage Organizations +w  Manage Users +  Manage Check Processing +  Audit Check Cashing Policies
: » [ Data Privacy

Organization Hierarchy » Modify

» Enable Check Capture

- Add lower levels to this OTC Endpoint

Accounting Codes ¥ Delete Short tame~ T
Processing Options  » | View = —
— _—
1.2 The Step 1 of 3: Select an OTC Endpoint page appears. Select e ——" -
your organization’s OTC Endpoint that appears in the list.
Modify Organization @ 1.4 The Step 3 of 3: Review OTC Endpoint page appears. Review

and verify the OTC Endpoint details and click Submit.

Select the OTC Endpoint you would like to modify.

Modify Organization ]
CHIK denotes check capture TGA denctes deposit processing VI denotes mapped accounting code(s) [T ——
Organization Hierarchy: High Level Organizations Verify the following infarmation is correct and dlick Submit to modify the OTC Endpoint.
Organization Hierarchy: TTH - Training Team Hierarchy
Expand All / Contract All OTC Endpeint: E1 - Endpeint 1 - 00000303TT
EITTTL - Training Team Top Level -00002099 [ [Edit]
LL1- Lower Level 1- 0000208801  CHKk  TGA M General
Short Name E1
Description Endpoint 1
OTC Endpoint ( TGA ) No
OTC Endpoint ( CHK ) Yes
Check cashing Policies
1.3 The Step 2 of 3: Update OTC Endpoint Information page appears. Agency Assigned Suspensions
Check the Add lower levels to this OTC Endpoint, to add lower . s .
level to the highest level organization (you can also add to lower @ 2 re
level OTC Endpoints). Enter the lower level OTC Endpoints’ Short
Name and Description, then click Next.
9 Add Additional OTC Endpoints
To add additional OTC Endpoints to an existing OTC Endpoint, @
complete the following steps (refer to graphics from Step 1): Application Tip
Short name(s) are user-defined text descrbing an organization. You can
2.1 Click the Administration tab. From the Manage Organizations choose to enter up to 10 alphanumeric characters. Short names must be
menu, select Organization Hierarchy and click Modify unigue within an organization hierarchy (e.g. Short name: IRS; Description:
: Internal Revenue Service).
(see 1.1 above). =

2.2 The Step 1 of 3: Select an OTC Endpoint page appears. Select @AEEHcaticn Tip

your OTC Endpoint that appears in the list (see 1.2 above). Do not include the following special characters in the Short Name field: &
{ampersand), \ (back slash), ' (spostrophe), or @ (at sign). OTCnet will
. . accept these special characters; however, entering these special
2.3 The Step 2 of 3: Update OTC Endpoint Information page appears. ’ P ' ' 2 :

characters will cause processing problems. Special character limitations
apply to all levels in the hierarchy.

Check the Add lower levels to this OTC Endpoint, to add lower
level to the existing endpoint. Short Name and Description text

boxes appear. When you have finished, click Next (see 1.3

above). Note: Below is a general Application Tip that applies to all tasks
if modified. The Edit feature is located on the Review pages
2.4. The Step 3 of 3: Review OTC Endpoint page appears. Review for the tasks you perform.
and verify the OTC Endpoint details and click Submit (see 1.4 @
above). Application Tip

For all tasks, dick Editif you need to make additional changes after
reviewing the information.
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3 Add Accounting Codes

To add Accounting Codes, complete the following steps:

3.1 Click the Administration tab. From the Manage Organizations
menu, select Accounting Codes and click Modify.

Gy

Check Processing Administration Reports

Manage Organizations Manage Users = Manage Check Processing

Organization Hierarchy p

Accounting Codes 3 Modify I
Custom Labels [ 3 Impaort !
Processing Options 3 View

User Defined Fields 3 Meodify OTC Endpoint Mappings

= = -

3.2 The Step 1 of 3: Select OTC Endpoint page appears.
Select the OTC Endpoint for which you want to add

the accounting codes.

Modify Accounting Codes

Step 1 of 3: Select OTC Endpoint

Select the top level OTC Endpoint to modify accounting codes.
CHFK denotes check capture TGA denotes deposit processing
Organization Hierarchy: High Level Organizations

TTH - Training Team Hierarchy

3.3 The Step 2 of 3: Update Accounting Codes page appears.

To enter the new accounting codes:

» Navigate to the first blank row. If all of the rows are populated
scroll down to the bottom and click Add More Lines

»  Enter the details in both Accounting Code and Description
text boxes

To map Accounting Codes, complete the following steps:

4.1 Click the Administration tab. From the Manage Organizations

menu, select Accounting Codes and click Modify OTC
Endpoint Mappings.

Check Processing Administration Reports

Manage Crganizations -w» Manage Users -w Manage Check Processing

Organization Hierarchy p

Accounting Codes » Modify
Custom Labels [ 3 Import
Processing Options [ Viewr

User Defined Fields » Modify OTC Endpoint Mappings

.y = -

* Click the TAS check box to indicate the accounting code is a
Treasury Account Symbol (if applicable)

* Click Next when you have completed entering the new

accounting code(s).

Modify Accounting Codes

- |

\ccounting Core(s) you would Wke to view.
arting Yath)

. Valdation
TAS  “Agency Accounting Code =

1101010101

1202020202

[ ) e

@Agglicatinn Tip
To input additional agency accounting codes, click Add More Lines to
insert additional rows to the table.

3.4 The Step 3 of 3: Review Accounting Codes page appears.

Verify the information is correct and click Submit.
—

Modify Accounting Codes

Step 3 of 3: Review Accounting Codes

verify the following information is correct and click Submit to save the list of accounting codes.
Organization Hierarchy: TTH1 - Training Team Test Hierarchy
[ [Edif]
Active Accounting Codes
TAS Agency Accounting Code
0101010101

Description
Accounting Code 1

0202020202 Accounting Code 2

Removed Accounting Codes
There are no accounting codes marked for deletion

Map Accounting Codes

4.2 Step 1 of 4: Select OTC Endpoint page appears. Select the
OTC Endpoint for which accounting code endpoint mapping

you would like to assign.

Modify Accounting Codes to OTC Endpoint

Step 1 of 4: Select OTC Endpoint.

Select the OTC Endpoint to view and modify accounting code Endpoint mappings.

CHK denotes check capture TGA denotes deposit processing M denotes mapped accounting code(s)

Organization Hierarchy: High Level Organizations

Expand All / Contract All
= TTTL - Training Team Top Level -00002029

= LL1 - Lower Level 1 - 0000209901 oHE TeA M
B LL1A - Lower Level 1A
EILL1E - Lower Level 16
LL1C - Lower Level 1C

= L2 - Loweer Level 2 TEA
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4 Map Accounting Codes Cont’d

4.3 The Step 2 of 4: View Assigned Accounting Codes page 4.6 The Step 3d0f 4ffASrS]'9” Accounting godes page a'i’o??srs'
appears. Click Assign Mappings. Re\{lew and verify the accounting co e(s) you would like to
assign and click Next.
Modify Accounting Codes to OTC Endpoint @ 2]
B Remove Accounting Codes from OTC Endpoint
Review the list below and select the Assign Mappings to add accounting code mappings. Step 3 of 4: Remove Accounting Codes
Organization Hierarchy: TTTL - Training Team Top Level -00002099 P : -

Review the list below and select the accounting codes you would like to remove.
OTC Endpoint:LL2 - Lower Level 2

Organization Hierarchy: TTTL - Training Team Top Level -00002099

Note:OTC Endpoints inherit accounting codes assigned to a higher level if not specifically assigned

OTC Endpoint:LL2 - Lower Level 2
=< = 1-0 # == of 0 Records
TAS/ Accounting Codes ¥ Description » TAS/ Accounting Codes Description Remove
There are no acceunting codes specifically assigned to this OTC Endpoint or any of its ancestors. [ Check Al J

Clear All ]

1212 Accounting Code 1

Assign Mappings Remove Mappings
= B G0 iy 1213 Accounting Code 2 O

4.4 The Step 2 of 4 Continued: Search and Assign Accounting
Codes page appears. Enter the search criteria for
Accounting Code (Starting With) and/or Description
(Contains) and click Search.

@Agglicatinn Tip
Check the Remowe box(es) and dick the Update button to delete the OTC
Endpoint mapping for an accounting code.

Step 2 of 4 Continued: Search and Assign Accounting Codes.

Assign Accounting Codes to OTC Endpoint @ O H

Organization Hierarchy: TTTL - Training Team Top Level 00002093

OTC Endpoint:LL2 - Lower Level 2

Enter your search crtena and click Search to search for accounting codes to assign

TAS/Accounting Codes (Starting With) Max 35 alpha-numeric 4.7 The Step 4 of 4: Review Accounting Codes to Endpoint page
characiers . - . . . .
appears. Confirm the information is correct and click Submit to
Descrption (Contains) assign the accounting code(s) to the OTC Endpoint.
prmy B pPw— Assign Accounting Codes to OTC Endpoint ey s |
Step 4 of 4: Review Accounting Codes to OTC Endpoint

45 The Step 2 Of 4 COﬂtInUEd ChECk the ASSIg n bOX(eS) fOI’ the Verify the following information is correct and click Submit to assign the accounting code to the OTC Endpoint.
accounting code that you want to assign and click Next. Organization Hierarchy: TTTL - Training Team Top Level 00002099

OTC Endpoint:LL2 - Lower Level 2

Note:OTC Endpeints inherit accounting codes assigned to a higher level if not specifically assigned
Search Results
Accounting Codes Marked for assignment
TAS/Accounting Codes’ Description> Assig
4 e X [ Check All / glea.' All) TAS/Accounting Codes Description
1212 Accounting Code 1 7 1212 Accounting Code 1
1213 Accounting Code 2
1213 Accounting Code 2 L4
1214 Accounting Code 3 There are no accounting codes specifically assigned to this OTC Endpoint or any of its ancestors.
1220 Accounting Code 1
1221 Accounting Code 2
oo [l et » | Once you have submitted the request to assign accounting
code(s), you will have the option to click on Manage Additional
which will allow you to assign or remove additional accounting
codes.
®A lication Ti ssignAccounting Codes to OTC Endpoint

All accounting codes that meet your search criteria and are not assigned o

your oTC E‘Idpﬂ int dlSpIE}' on the page. If you donot enter search crten a, The following accounting codes have been assigned to the OTC Endpoint.

all the acco erng codes defined for the h|ghest level arg anization Appear. Organization Hierarchy: TTTL - Training Team Top Level 00002099

OTC Endpoint:LL2 - Lower Level 2

Assigned Accounting Codes

TAS/ Accounting Codes Description
1212 Accounting Code 1
1213 Accounting Code 2
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5a Set Deposit Processing Options (Custom Labels)
To define a Custom Label, complete the following steps: 5a.3 The Step 1 of 2: Update Custom Labels page appears. Update
the custom label(s) for the organization hierarchy
5a.1 Click the Administration tab. From the Manage and click Next.

Organizations menu, select Custom Labels and click Modify.

Update the labels by:
I Administration I Reports I * Entering a title for your Organization Hierarchy Labels
« Entering an agency accounting code title for the Accounting

o Code Definition Label
Manage Organizations w

=t Modify Custom Labels KR
Grgﬂnizﬂti on HiEra rch}l ‘, Step 1 of 2: Update Custom Labels @

Update the custom labels for the organization hierarchy.

Organization Hierarchy: L - Training Team Top Level

Accounting Codes 3
Organization Hierarchy Labels
Highest Level
Custom LEIbElS " MDdif}' 5a]> Training Team Top Level
Level 2
Processing Options 3 View Level3

. 0000
Accounting Code Definition Label

User Defined Fields 9

Agency Accounting Code
TAS/Accounting Codes

5a.2 The Select OTC Endpoint page appears. Select the highest
level OTC Endpoint for which you want to modify custom

labels. 5a.4 The Step 2 of 2: Review Custom Labels page appears. Verify
the information is correct and click Submit.

Modify Custom Labels
Select OTC Endpoint @ Modify Custom Labels a
Select the top level OTC Endpoint to modify custom labels. Ty iz o S L

Verify the following information is correct and dlick Submit to modify the custom labels for the organization hierarchy.

CHK denotes check capture TGA denotes deposit processing M denotes mapped accounting code(s) N
o [Edif]
Organization Hierarchy: High Level Organizations Organization Hierarchy: TTTL - Training Team Top Level

TTHL - Training Team Top Level Organization Hierarchy Labels

Level Label

Highest Level: Training Team Top Level
Level 2:
Level 3:

Accounting Code Definition Label

Agency Accounting Code TAS/Accounting Codes
@ Set Deposit Processing Options (Modify Processing Options)
5b.1 From the Manage Organizations menu, select Processing Modify Processing Options @ 1]
OptionS and click MOdlfy Step 1 of 3: Select OTC Endpoint

Select the OTC Endpoint to modify processing options.
Administration Reports _ _ _
CHIK denotes check capture TGA denotes deposit processing i denotes mapped accounting code(s)

Manage Organizations w Manage FI w Organization Hierarchy: High Level Organizations

Expand All / Contract All

Organization Hierarchy p B TTTL - Training Team Top Level

LL1 - Lower Level CHE  TGA M
Accounting Codes » BILLZ - Laower Level 2 TGA

= LLS - Lower Level 3
Custom Labels »

Processing Options > Modify 5b.:|>

User Defined Fields Y View

|

5b.2 The Step 1 of 3: Select OTC Endpoint page appears. Select the
OTC Endpoint for which you want to modify a processing option.
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5b.3 The Step 2 of 3: Define Processing Options page appears.
Modify the processing option(s).

Set Deposit Processing Options (Modify Processing Options Cont’d)

Madify processing options and click Next

Organization Hierarchy: TTTL - Training Team Top Level
+ Accounting Classifications for Adjustments, Corrections, and Returned ltems
+ Correspondence
+ Deposit Preparation

» Transaction History

« Previous

Modify Processing Options @

Step 2 of 3: Define processing options

To modify Accounting Classifications for Adjustments, you can

update Default Accounting Codes by:

» Selecting either Use parent’s values or Use my values

» Entering the search criteria for the accounting code you would
like to view and click Search (magnifying glass) or Clicking
Search (magnifying glass) to view accounting codes

» Selecting the accounting code to apply a credit and/or debit
adjustment type and click Apply to Debit and/or Apply to Credit

» Selecting Yes or No to allow changes by an organization lower
in hierarchy

Update Default Accounting Code Usage by:

* Selecting either Always Use the Default for Deposit
Adjustments or Default based upon Deposit Subtotals for
Deposit Adjustments

» Selecting Yes or No to allow changes by an organization lower
in hierarchy

Modify Processing Options [l - |

Step 2 of 3: Define processing options

Modify processing options and dick Next

Organization Hisrarchy: TTTL - Training Team Top Level

for . tems

Default Accounting Codes

Update the accounting codes used for adjustment
Use parent's vakes @ Use myvalies

Enter search critenia for the Accounting Code(s) you would ike to view

Agency Accourting Code
Account Code Results
<133 3 o3 Reconds
Select Account Code TAS
1212

1213
1214

Assign to Debit  Assign to Credit

Adjustment

Type/Default Account Code TAS
Actounting Code
Debit 1212
Credit 1213
Abow chang e in b Ty
Fves TN

Default Accounting Code Usage
Define default acco sing for deposil adjustments
Use parert's vakes @ Use myvakies

Aways Lise the Defaultfor Deposit Adiustments
 Defaut based upon Depost Sublotals for Depasit Adwstments

‘Alow changes by organization kower in hierarchy
Fves TlNo

+ Correspondence
+ Deposit Preparation

+ Transaction Histary

3 Em m

To modify Correspondence, you can update Returned Items by:

+ Selecting Use parent’s values or Use my values

» Entering the corresponding address information that you would
like to be displayed to a financial institution when return item
adjustment is created

» Selecting Yes or No to allow changes by an organization lower
in hierarchy

~ Correspondence

Returned ltems

Update the correspondence address for return item
Use parent's values @ Use my values

Organization Name*
Train

Attention

Address Line 1%
111 Train St

Address Line 2

City"
McLean

State/Province”
Virginia =] va

Postal Code™
22102

Country*
United States of America E us

Contact Phone Number

Allow changes by organization lower in hierarchy
@Yes ()No

Update Deposit Adjustment by:

+ Selecting Use parent’s values or Use my values

* Entering the corresponding address information that you would

+ like to be displayed to a financial institution when a deposit
adjustment is created

+ Selecting Yes or No to allow changes by an organization lower
in hierarchy

Deposit Adjustments

Correspondence address for deposit adjustment
Use parent's values @ Use my values

Organization Name™
Train

Attention

Address Line 17
111 Train St

Address Line 2

City*
Mclean

State/Province®
|V| rginia [~] va

Postal Code”
22102

Country®
United States of America E us

Contact Phone Number

Allow changes by organization lower in hierarchy
@ ves CNo

To modify Deposit Preparation, you can update ITGA Deposit

Creation by:

* Selecting Use parent’s values or Use my values

» Selecting Yes or No to allow endpoint to create foreign deposits
If the endpoint accepts foreign deposits, enter the Default
foreign currency when creating deposits details

+ Selecting Yes or No to allow changes by an organization lower in
hierarchy

~ Deposit Preparation

ITGA Deposit Creation
OTC Endpoint Creation of Foreign Deposits
Use parent's values @ Use my values
Allow OTC Endpoint to create foreign depaosits
@Yes ©No
Default foreign currency when creating deposits

AUSTRALIAN DOLLAR IZ‘

Allow changes by organization lower in hierarchy
@Yes [ No
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Set Deposit Processing Options (Modify Processing Options Cont’d)

Selecting Use parent’s values or Use my values

Selecting Yes or No for each of the following options
* Include Sub-totals for Checks/Money Orders and Cash
* Include Currency count and sub-totals by denomination
* Include Coin count and sub-totals by denomination
*  Allow changes by an organization lower in hierarchy

Subtotals and Cash Count
Update subtotals and currency/coin counts for deposits
Use parent's values @ Use my values

Include sub-totals for Checks/Money Orders and Cash
@Yes () No

Include Currency count and sub-totals by denomination
@ves O No

Include coin count and sub-totals by denomination
@Yes (No

Allow changes by organization lower in hierarchy
@Yes () No

Update Accounting Code Subtotals by:

Selecting Use parent’s values or Use my values
Selecting Yes or No radio for each of the following options
. Allow negative accounting code subtotals
. Allow changes by an organization lower in hierarchy

5a.5 The Step 3 of 3: Review the following processing options page
appears. Verify the information is correct and click Submit.

Accounting Code Subtotals
Negative Accounting Code Subtotals
Use parent's values @ Use my values

Allow negative Accounting Code Subtotals
@ves () No

Allow changes by arganization lower in hierarchy
@Yes [ JNo

Update Separation of Duties by:

Selecting Use parent’s values or Use my values
Selecting Yes or No radio for each of the following options.
+  Deposits must be prepared and approved by different
employees (unless permission is granted otherwise)
*  Allow changes by an organization lower in hierarchy

Modify Processing Options

Step 3 of 3: Review the following processing options

Verify the following information is correct and click Submit to store the processing aptions.

[ [Edit)

Organization Hierarchy: TTTL - Training Team Top Level -00002099

Default Accounting Codes

Adjustment Type/Default

Accounting Code [rEEiEELE
Debit 1212

Credit 1213

Inherit Option from Parent No

Can Descendant Org Modify Yes

Default Accounting Code Usage

Default based upon Depasit Subtotals for Deposit Adjustments
Inherit Option from Parent

Can Descendant Org Modify

~ Correspondence

Returned ltems

Organization Name Train
Attention
Address Line 1 111 Train St
Address Line 2
City MclLean
State/Province vA
Country us
Postal Code 22102
Contact Phone Humber
Inherit Option fram Parent No
Can Descendant Org Modify Yes
Deposit Adjustments
Organization Name Train
Attention
Address Line 1 111 Train St
Address Line 2
City McLean
State/Province vA
Country us
Postal Code 22102
Contact Phone Mumber
Inherit Option from Parent No
Can Descendant Org Madify Yes

Separation of Duties

Update policy requiring separation of duties for deposit preparation and approval
Use parent's values @' Use my values

Depasits must be prepared and approved by different employees
'Yes @ No

Allow changes by organization lower in hierarchy
@Yes [ No

Modify Transaction History by:

Selecting Use parent’s values or Use my values

Entering the Number of days displayed in the text box

(if applicable)

Selecting Yes or No to allow changes by an organization lower in
hierarchy

5b.4 Cont’'d Click Next

~ Transaction History

Transaction History
Update the number of days displayed
Use parents values @ Use my values

Number of days displayed"
15

Allow changes by organization lower in hierarchy
9 Yes No

~ Deposit Preparation
ITGA Deposit Creation
Allow OTC Endpoint to create foreign deposits Yes
Default foreign currency when creating deposits ~ AUD
Inherit Option from Parent No

Can Descendant Org Modify Yes

Subtetals and Cash Count

Include sub-totals for Checks/Maney Orders and Cash Yes

Include Currency count and sub-totals by denomination  Yes

Include coin count and sub-totals by denomination Yes
Inherit Option from Parent No
Can Descendant Org Modify Yes

Accounting Code Subtotals

Allows negative numbers on accounting sub-total amounts ~ Yes
Inherit Option from Parent Mo

Can Descendant Org Modify Yes

Separation of Duties

Deposits must be prepared and approved by different employees
Inherit Option from Parent

Can Descendant Org Modify

Transaction History

Number of days displayed in Transaction History 15
Inherit Option from Parent No

Can Descendant Org Modify Yes

= ing Classif ions for Adj G i and Items

TAS

Yes

No

« Previous

gy - |

5b.5
[ subm
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S5C Set Deposit Processing Options (Create a User-Defined Field)
To create a User-Defined Field, complete the following steps: .

If another Data Type is selected, continue entering in information
for the fields below and then proceed to step 5c.6.

5c.1 Click the Administration tab. From the Manage Organization
menu, select User-Defined Fields and click Modify.

' Administration

Manage Organizations w| ManageFl w Ma

- Maximum Input Length (Maximum length is 255)
- Minimum Input Length
- Display Order Number

+ Selecting Mandatory or Optional for Activity User Entry

Organization Hierarchy p

_ + Click List Values and follow 5c.5 (if applicable, if not click Done)
Accounting Codes »
Custom Labels b /Add andfor make changes to the user defined field for a specific activity.
Organization Hierarchy: TTTL - Training Team Top Level -00002099
*Denotes required fields.
Processing Options » ’;E‘M“VD . 5
reste Deposi
User Defined Field
User Defined Fields » Modify Label*
UDF 1
Description*

Data Type*

Alphanumeric String Value

Date Value

Decimal Value

Drop Down List of Alphanumeric Valuss
U 3. Monetary Amount

5¢.2 The Select OTC Endpoint screen appears. Select the highest
level organization for which you want to modify user defined
fields (UDFs).

Maximum Input Length*

Minimum Input Length*
3

Modify User Defined Fields
Select OTC Endpoint

Display Order Mumber*
q

Activity User Entry
Mandatory

Select the top level OTC Endpoint to modify user defined fields. @ Optional

CHHK denotes check capture TGA denotes deposit processing M denotes mapped accounting code(s)

Organization Hierarchy: High Level Organizations

TTH1 - Training Team Test Hierarchy

5¢.5 A Step 2 of 3 (Continued): Define Permitted Values page

appears. Enter details for both the Value and Description,
and click Done.

5c.6 The Step 3 of 3: Review page appears. Verify the User Defined
Field information is correct, and click Submit.

The User Defined Fields cannot be modified if it is associated
with deposits that are in Draft or Awaiting Approval status.

5c¢.3 The Step 1 of 3: Select User Defined Field to Maintain page
appears. Click the Create UDF.

Modify User Defined Fields

Step 1 of 3: Select User Defined Field to Maintain

Modify User Defined Fields

Organization Hierarchy: TTTL - Training Team
Click on the activity label to edit the User Defined Field.
Click on the "Create UDF button to create a new User Defined Field.
Click the related checkbox to delete a User Defined Field.

Delete
Activity Label Description Display Order Data Type [ Delete All f
Undelete All ]
Create Deposit UDF 1 UDF 1 1 U.5. Monetary O
Amount

Cancel Create UDF

Step 3 of 3: Review

Verify the User Defined Field information is correct and click Submit.

[ [Edit]
Active User Defined Fields
=/ UDF #1 UDF 1
Activity Type Create Deposit
Label UDF 1
Description UDF 1
Data Type U.S. Monetary Amount

Display Order Mumber 1
Activity User Entry ‘Optional
Minimum Input Length 3

Maximum Input Length 8

5c.4 The Step 2 of 3: Modify the User Defined Field page appears.
Add the user defined field, and click Done.

You can add a user defined field by:

»  Selecting the Activity type for the user defined field

» Entering the Label and Description

* Selecting a Data Type. If the Drop Down List of Alphanumeric

Values Data Type is selected, proceed to List Values and
task 5¢.5

No User Defined Fields are marked for deletion.

« Previous
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In this job aid, you will learn how to configure a check capture terminal. Specifically, you will learn how to access terminal
configuration, configure system, application and devices application, as well as establish a default OTC Endpoint.

Terminal Configuration - Online (Check Capture Terminal Settings)
To configure a check capture terminal, complete the following steps:

1. Click the Administration tab. From the Manage Check QM
PrOCQSSIng menu, select Terminal Conflguratlon and click Leaving both the Person Present and Person Not Present fields
. unchecked results in the disabling of this option. Click the appropriate
MOdIfy' box(es) if receipts are desired. Choosing Manual requires that the
operator take additional steps to print the receipt. Choosing Automatic
Check Processing Administration Reports results in a receipt printout each time a transaction has been entered.
Choosing With Preview option allows the operator to see the receipt
Manage Organizations -  Manage Users + | Manage Check Processing |  Audit on the screen prior to the generation of the printout. When the Person
{ Present and/or Person Not Present fields are clicked, the default setting
Terminal Configuration » Modify is Manual.

Manage Centralized Deployment View

‘-_'""-—' Terminal Configuration e

Step 2 of 4: Update the Terminal Configuration

~ System Configuration
i . . . (31, LVD Usage
2. The Step 1 of 4: Gathering Terminal Information page appears with
Personal

Automated terminal detection in progress... message. Check Non Personal
Note: No action is required in this Step.

Customer Present
Customer Mot Present
@Autamated terminal detection in progress...
Receipt Printing

Person Prasent

®AEEI|cat|on Tip ? Manual
When the Automated terminal detection in progress... message - Automatic with preview

appears, the system reads the desktop settings and displays the

pUbs : ] person Mot Present
appropriate information on the next page.

) Manual
. . . GUIETISIES with preview
3. The Step 2 of 4: Update the Terminal Configuration page appears. :
Enter the system configuration. prnter Hlame ]

3.1 Under System Configuration,
Set Task Execution by:
*  Clicking Start up and/or Close Batch for Firmware

3.2 Under Application Configuration,
*  Enterthe Terminal ID

Upgrade @
Application Tip
@ The Terminal 1D field is available for data entry during initial setup. After
Application Tip the Terminal 1D is assigned it is protected and cannot be changed.

Firmware Upgrade is an upgrade to the software that identifies the
scanner to the computer, as they are available from OTCnet. This task
can be configured to perform automatically at either application startup

or batch close. @Agglication Tip

The Host Name field is automatically generated based on your computer's

Set MVD/LVD Usage by, optional: regisiry and cannot be changed.

*  Checking or unchecking Personal Check and/or Non
Personal For Customer Present

*  Checking or unchecking Personal Check and/or Non
Personal for Customer Not Present @Am”cm“ Tip

+  Select Single or Batch for Processing mode

! The Single processing mode only allows the user to scan one check
at a time. The Batch processing mode allows groups of checks to be
scanned all at once, priorto the data entry for the items. The Batch

: Application Ti mode is only available for EC7000i or Panini scanners.

By default all four checkboxes (Personal and/or Non Personal checks and
Customer Present and/or Customer Mot Present) for (Local Verification

Database) LVD Usage are checked and they are optional. If all of them ~ Application Configuration
not checked, then LVD verification feature is disabled. @
| Terminal ID * 1C Terminal
. L . Host Name BAHCNU407CMZV
Set Recelpt_ Printing by, optional Processing ® sngi
«  Checking Person Present  Batch
- Click the Manual or Automatic radio button (Check
b ' iy 9 Settle Best L/ Back office
wit previ eW) Method Processing Only
*  Checking Person Not Present © Truncate Al
- Click the Manual or Automatic radio button (Check treme
Wlth p reVi eW) Batch Control ©) Optional
*  Select Printer Name, using drop-down menu @ Mandatory
Batch Control [ClPrompt on Batch Create
Prompts Prompt on Batch Close
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g[lT[:netw Configuring a Check Capture Terminal

DEPOSITS MADE SIMPLE
This Job Aid is setup to print on 11x17
Terminal Configuration - Online Cont’d (Check Capture Terminal Settings)
3.2 Under Application Configuration (Cont’d), *  Check Keypad Enabled, optional

»  Select Single or Batch for Processing mode

@ ®AEEIication Tip
Application Tip o . . .
The Keypad Enabled option is available when electing to use the optional
The Single processing mode only allows the user to scan one check Yes/No keypad. Enabling the keypad allows the check writer to confirm

at atime. The Batch processing mode allows groups of checks to be the transaction dollar amount via the keypad.

scanned all at once, priorto the data entry for the items. The Batch
mode is only available for EC7000i or Panini scanners.

«  Select Settle Best Method or Truncate All Items for Cashflow *  Check Pass Through Channel or Serial Port for
- Check Back office Processing Only Keypad Communication Channel, if applicable,
required
®A|gg|ication Tip @
The Settle Best Method is the default selection and when selected w
Féfl'lsutzI:nilfF?rr;,;Zit?%]uf;%zﬁté?r&z?;?:éearilt:p;ﬁgeézgkgon;fir;ﬁ?e If Kfeypad E_nable_d option is enabled: then Pass Through Channel or
allowed for either personal or non personal items on the Entry Screen. Serial Portis available for selection.

The Back Office Processing method should be used by agencies that
receive payments in person, and then scan the checks at a latertime in a
controlled, back office environment. Truncate All ltems represents only non-

personal items are allowed (for all processing methods) on the Entry Screen. 34 Clle Next.
@ ~ Devices Configuration @
Application Tip Scanner * Panini I:Deal [*]
If the Batch Control is set to Optional, OTCnet prompts the user to use Communication ) LET
the batch control. If the Batch Control is set to Mandatory, OTCnet Channel * i
prompts for batch control totals. Serial Port COMa |~
Franking Enzbled O
+ Select Optional or Mandatory for Batch Control Keypad Enabled ]
* Click Prompt on batch Create and/or Prompt on batch Close Kewad Pass Through
for Batch control Prompts Channel cranne
2 Serial Port ComMz [~
¥ Application Configuration 3.2 Contd
Terminal ID BAHL Ceee
Host Name BAH5444045amamr
Processing & single
 Batch . i
4. The Step 3 of 4: Update the Configured OTC Endpoints page
Cashflow @ Settle Best Method I” Back Office Processing Only appears.
 Truncate All tems
Batch Control & optional 4.1 Under Available OTC Endpoints,
£ Mandatory . Select_ the OTC Endpoint(s) you want to Add by _
checking the box(es) under the Add column, and click
Batch Control Prompts I” Prompt on Batch Create
¥ Prompt on Batch Close Ad d

3.3 Under Devices Application,

. QM
» Select the Scanner model, required _ o B
The OTC Endpoints are permission based and are only visible to users
with the appropriate permissions.

Scanner Types

This scanner will automatically scan both sides of a check and can

ECANNS scan in single or batch mode (one ormore checks in a batch) Terminal Configuration
. \ This scanner will automatically scan both sides of a check and can Step 3 of 4: Update the Configured OTC Endpoints
ERILE scan in single or batch mode (one ormore checks in a batch)
: 9 ’ : _ Avatlable OTC Endpoints
A — This scanner will automatically scan both sides of acheck and can T,
anini My\ision scan in single or batch mode (one or more checks in a batch) ore P Add
- - . - ALC*2Z  gndpoint  Version  DESOIPUION o ) Dnchack 211
— This scanner will automatically scan both sides of a check and can
anini ¥ision scan in single or batch mode (one or more checks at a time) PR L SN I L e St
S —— This scanner will automatically scan both sides of a check and can 0000880101 0000880101 1074 Stop PCC
: scan in single or batch mode (one ormore checks at a time) USS Mason
8888888802 DG6Pseudo 1034  DG6 Test
Pseudo
8273643227 NFA 1002 No Form
Assgned
1601000100 GWA3-N 1009 GWA
H ; Disabled - 3
» Select USB Port or Serial Port, required = o
- Select the Serial Port type Enabled - 1
1601200101 Sp'cal 1040 Sp'cal
Ch'racter
. . 1234123405 FSHES 1004 FSHE4
* Check Franking Enabled, optional
1111111125 DOS! 1000 Queue
Interface -
GWA
@ Enabled wih
L . TASENON-
Application Tip 2t cotes’
UDFs:
The Franking Enabled option is only available for ECE000i and ECT000i S;’fg‘;&s
scanners. This option allows the scanner to automatically stamp checks requred
with the words Electronically Presented upon completion of the each 1234123411  FSHELL 1010 FSHEL1
check scan. =




g[lT[:netw Configuring a Check Capture Terminal

DEPOSITS MADE SIMPLE
This Job Aid is setup to print on 11x17
Terminal Configuration - Online Cont’d (Check Capture Terminal Settings)
4.2 Under Configure OTC Endpoint, Terminal Configuration G/
. Select a Default OTC Endpoint, required Step 4 of 4: Review the Terminal Configuration @

Please review the Terminal Configuration record and dlick submit to save the changes

OTC Endpoint Configuration

@Agglication Tip

] [Edit]
Selecting a Default OTC Endpoint determines which OTC Endpoint to use Configured OTC Endpoints
when performing Scan Checks actions.
Default otc Form
o1C ALC+2 = = Description
Endpoint Endpoint  Version
v 2223334401  TTHLL2 1009 Training Team Test Hi

erarchy Lower Level 2

@Agglication Tip

- - ) Added OTC Endpoints
At least one Default OTC Endpoint is required per terminal.

There are no new OTC Endpoints added

Remaoved OTC Endpoints

43 Under Configure OTC Endp0| nt There are no OTC Endpoints Removed
/\ -
Configured OTC Endpoints @ System Configuration -~
| 21 Edt) |
Default [ER
oTC Fol .
Em(j);;:mt ALCH2 e \rer:zn Description ':fm‘;‘:xk ] LVD Usage
: 2223334401  TTHLL2 1009 Training Personal Check Non Personal
Team Test Customer Present v v
Hierarchy
Lower Level Customer Not Present v v
2
Receipt Printing
Person Present Manual
Person Not Present None
Printer Name
Application Configuration
. . , . U3 Edig |
5. The Step 4 of 4: Review the Terminal Configuration page R
appears Terminal ID JC Terminal
Host Name BAHCNU407CMZV
5.1. Verify the Terminal Configuration is correct. Click Edit if Processing Single
you need to modify the information entered. Cashflow Settle Best Method
Batch Control Mandatory
5.2 Click Submit. Batch Control Prompts Prompts on Batch Close
@ Devices Configuration
Application Tip 1 [ [Eai) |
A Confirmation page appears stating that the Terminal Configuration record Scanner Panini I:Deal
has been updated. I
Communication Channel USB Port

Franking Enabled
Keypad Enabled

Keypad Communication Channel

« Previous Cancel m

NOTE: This job aid is not intended to replace Chapter 4 (Managing Your Agency’s Hierarchy), Chapter 5

(Configuring Deposit Processing Settings) or Chapter 7 (Configuring Check Capture Settings) of the
OTCnet Administration Participant User Guide.




